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Transcription from” Tape Recording

Good afternoon, ladies and gentlemen. Welcome to the Records Office's
Spring Conference. Just & few details that we would like for you to take care
before we get undervay with the program. As you ceme into the auditorium you
were handed a 3 X 5 card and slip of paper. The 3 X 5 card we would like for
you at this moment to record your presence by dolng the following: Put your
name, if you would please, in the upper left-hand corner of the 3 X 5 card.

In the right corner of the card register today's date, which is the Tth of May
for you that may not know. . Then immediately under the printed name please
reflect your component end the directorate that you represent and then last

but certainly not least your signeture on the card. This in ite simplest form
would certainly be a record as such which is part of the subject which we

will be discussing today. Upper left-hand corner please print your name.

Upper right-hand corner please reflect today's date, the Tth of May. Under
your name your component and thé directorate that you represent and then

your signature. After you have completed thls 1f you will please pass the cards
to your left, one of the young ladies in the back there willl pick then up. ™~

Now while you are doing this I would like to say that after the couference
hag been completed, which will be appfoximately 4:30 this afternoon, there will
be a special shuttle departing from the regular bus stop Just to I believe it's
just to the left of the suditorium here as I stand now, that will be departing
for the Rosslyn area and will leave you off at any one of ‘the three buildings
at that particular location. This will be at 4230 this afternoon. Any that
wish to go to that area please meet at that point=--the special shuttle leaving
at 4:30.

As soon as you complete the registration, please Just pass your card to
the left. This will be used by our office. It will be used for respondlng to
certain Agency officials who will want to know for sure who we have had in

attendance this-afternoon.. It will be a record, it will be our file and it will
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be used accordingly. It will certsinly be used as a classified document, of
course. As soon as you complete that, please pass your cards to the left.
Did everybody get a card when they came in, please, did everybody get one?

Yes, I guess so. All right,

STATINTL
welcome. We are delighted to

I would like to undersc

see you, and we 4o have & very important subject Lo discuss today. We have
' always enjoyed the support of the front office of Records Management Progrem;
and this is a wonderful opportunity for us to actually demonstrate with these g\\\i
officials from National Archives, as well as from our own Deputy Director
of Support. We ave anxious to get underway and so without further ado I
would like to present the first speaker to open the ceremonies here today,
the Mg. Banaman, our Deputy Director of Support.

/ I was very pleased when _asl«:ed me to particlpate in this confergr-xl;é-.rlNTL
I missed the sesslon last year because I had other commitments, but I have a
very serious and responsible steke in your efforts and in this program.
It's one of continuing concern and being eble to provide facilities with
vehicles, the means by which we do have an effective program. Now the Agency
is approaching it's 2lst birthday and from those early days in 1941, the growth
of information used by the Agency has been absolutely fantastic. Today, we
have millions of words, thousands of pounds of materisl in the form of letters,
memorende, reports, cables, documents, books, publications, magnetic tapes
of all forms pouring into the Agency from all over the world; and in the use
of this informetion analysis of 1t on a very timely fashion and then the
storage of it and here the weeding out of that which is nonessentisal for the
future in continuing operations. Just identifying that which is pertinent
to the various programs and production of intelligence and then the destruction

of that which has served its purpose. But most Inportant, the ldentification

of that which is worthy of future storage and the system by which it can be
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retrieved. We are existing in four directorates of the Agency, each having its
speclal progrem, each program interrelated, though, into the whole and here any
program of management of information and storage of it must be most carefully
coordinated between the various components. Thils is necessary to avold
duplication and excessive records when we are constrained in this to some
degree by our programs of compartmentation, special security clearances,
special controls on access to information. But as we have grown through the
years as an agency, S0 has our program of management control grown also.

We have sought and continued to seek best methods and procedures by which
documentation can be properly administered. Now our total program involves
three major sub programs--the reduction of record creations, Improvement of
files maintenance, control of disposition of Agency records.-From the problems
that we now have and the problems that we see I think one of the best means of
achieving a proper program is in the area of records creation and this takes
expertise and some thinking in order to'put this into a manageable fomm.

Now the Age of Automation is a«@un%f;;d it is creating problems we never
dreamed of. It is presenting to us new dimensions in information and in the
volumes of information, but completely new dimensions ié to the management

of that Information. Now this presents a real challenge to all of us involved,
and particularly to the experts, for helping create these systens. We are, at
the same time, engaged in a historical program, something we really paid 1lip
service to before but now are looking at it in an active fashion; and we are
ldentifying with, for the first time, vafious documents that are historically
of great value to the Agency and record the past so it can be preserved for

the future. Now, a few of the daily practical questions thet are being
presented Lo us all the time 1s the creation of a positive program in the form
of identifying those records worth reteining and this is a difficult task and
one that deserves our full attention. By whom should these determinations be
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nade and which component should be considered the Office of Records. Now this
is in itself difficult organizationally when you think of vamlous orgenizational
changes thet have taken place through the years and 1t is sometimes very
difficult to figure who, today, has control over & document ﬁhgt may have been
created a few yéars ago with a series of organizational changes taking place.
But an additional problem is the space for record storage. This is a mejor
problem with us and we ran out of storage really last year gand 1t is only
through the good graces of the archivist that we were given extra space at

the Suitland Record Center. Had we not had thils fecility available to us I
gimply don't know what we would have done at the present time. 8o, all these
things are of vital concern to all of us and to seek the answers we must both
within government and oubside governmment call upon the expertise that is
developed iﬁ this important field. Now we were honored this day to have

with ugs several officers of considerable note in this field--Dr. Rhodes,

the newly appointed Archivist of the United States; his deputy, Dr. Campbell;
and the Agency's principal Historian Consultant ,_ Dr. Rhodes S TATINTL
brings to his job & wide experience and knowledge in this progrem I am sure,
from the short conversation I had with him. He hag many ideas for the improvenment
of the vhole Federal Records Management Program and we are deeply grateful and
appreciative of his taking his time from his new responsibilities to come here
and speak to you today. Dr. Rhodes.

Thank you very much, Mr. Banamen. It is a real pleasure for me to be here
this afternoon. This marks a couple of firsts for me. It is my first visit @§§§§§
to your very fine facility here and this also marks my first public appearance .
and public statement as Archivist of the United States. They were obviously
tourists and they were riding a streetcar. This happened about twenty years
ago. They were heading easy on Pennsylvanla Avenue. As they passed the
Treasury Depertment building she read aloud the sign that said "Treasury
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Department,"” turned to him and asked "What's that, Honey?" He replied that that

was where the Govermment kept its money. As they passed each public building she
would read the neame of the ageﬁcy and ask him "What's that, Honey?" and his replies
generally indicated the agency's major function or purpose. As the streetcar moved
slowly from Ninth to Seventh Street she read aloud the inscription on our building
"Archives of the United States of America." After a brief pause came the predictable
"What's that, Honey?" A longer pause. '"That's archives," he replied. She thought
for a moment and then proceeded with "But what is archives, Honey?" to which he
replied, possibly out of desperation, or fatigue or perhaps even simple honesty

"Oh, how the hell do I know what archives is." To our tourist question there are
several good answers. Archives since 1934 is the popular name for a Goverrnment
building on Pennsylvania Avenue at Eighth Street. It is also the informal name
given to the agency that occupies that building. But the term archives has a much
more basic and general meaning. Archives are the records of any institution of
organization preserved because of their value, and the National Archives of the
United States as that expression is now used refers to those records of the Federsl
Government selected for preseveration because of their value. Thig collective noun,
"archives,” for which there is no reputeble singular form, has a venerable history
dating back to the Greek city-states. The preservation of records because of their
value, hovever, predates even the term "archives" by 2,000 years. An eminent French
historian once observed that no records, no history; and the fact remsins that the
dividing line between prehistoric and historic times is marked by the development of
writing and the creation of records. We might note in passing that vwriting itself
was developed notﬁmeet the needs of the scholar but rather to meet the needs of the
administrator and the businessman. Records were then created to serve as tools to
meet day to day needs of those engaged in the conduct of business, whether of a
public or privste character. But by their very nature records had values and uses

other than those for which they were created. The term "record" traditionally has
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been applied to that which was written or transcribed to perpetuate the knowledge
of a transaction. Records are and were deliberately created and deliberately
preserved to transmit information in time, and they still serve this fundamental
purpose. The same clay tablet that recorded the taxes due and collected from the
Samarien merchant in 3000 B.C. today provides the historilen with firgt-hand evi-
dence of the organization and functioning of the system of taxetion in ancient
Sumer. Indeed for a significant part of our knowledge of history of manki@é for
more then 2,500 years we are largely dependent on information recorded upon clay
tablets. With the passing of the centuries, the character of records, the nature
of the base and of the impressions made on that base have gradually changed. The
clay tablet gave way to papyrus, which in turn was replaced by parchment, which
gave way Lo paper. This process still continues as paper gives way to film and
tape. The wedge-shaped symbols pressed into soft clay gradually evolved into
handwriting and seript form, which in turn has led to print, to the typewriter,
and in our own day, to slots in cards and holes or magnetic spots on tape. But
the initial purpose, the value and the use of records, regardless of their phys-
ical characteristics, have changed 1ittle through the centuries. They are still
created as a medium for transmltting information, information that is essential
to the conduct of business; and since that informetion is in a tangible form, 1t
can be preserved and transmitted through time to serve purposes other than those
for which it was originally intended. Obviously not all records have been pre-
served, or should be preserved, and as early as 2500 B.C. adninistrators in the
Assyrian empire directed their clerks to meke monthly summaries of certain daily
reports and then to destroy the dally reports. From the administrative point of
view records have always been regarded as but a means to an end, as simply tools
+to be used in getting a Jjob done, in conducting the daily business of the office;
and when these tools were no longer needed for current operstions, they were

1a1d aside back out of the way. Records thus pass out of the current stage in
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their life cycle, as we refer to it, and enter the semi-current stage. They are
not needed on a daily basis but they still possess legal, fiscal, or other
administrative value; and they must be retained until they no longer serve these
purposes. Since records are expensive to store and maintain, especially in office
areas, those that have become semi-current as judged by the rate of frequency by
which they are consulted, should be transferred to areas specifically designed to
accommodate a maximumvof records and provide essential reference service at a
minimum of cost. This is the origin and function the Records Center, a kind of
helfway station in the life cycle of records. Eventually, from the point of view
of current operations, all records become noncurrent. Although their value to the
administrator may recur, for example through new or revised legislstion, functions,
or programs, as a practical matter they can be regarded as no longer administra-
tively useful. It is at this point in time that it is necessary to adjust our
perspective and to examine these records in terms of other values, values which

we refer to as archival. Since we are dealing with public records, we must con-
stantly remind ourselves that these are not the Agency's records nor any particular
administrative unit's records nor the property of any particular official. They
are the property of the United States Goverrment; and just like all other Federal
property, their wmaintensnce, transfer and disposition are covered by statutory law
and administrative rules and regulations. Furthermore, as public records they
possess an officisl character and a greater value as evidence than records of
private origin. From a legal point of view, the relationships that exist between
Govermment and those that are governed are defined and documented in public records.
They not only constitute the legal basis of govermmental ectivity and documental
legal and financial commitments by the Govermment, but they provide the ultimate
truth for all of our permenent civie rights and privileges and the immediate

proof for meny of our property and financial rights. As citizens in a democracy,

we have a right to this information; and the Govermnment has a responsibility to
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preserve the records containing this informatioﬁ and when not contrary to the
public interest, to make them accessible for use. From the point of view of the
historian and other research scholars, the official character of the public
record means that since they are prime sources of materials generally at the time
the information they contain and the related actions they record were occuring,
they are a greater value as documentary evidence than for exsmple, someone's
memoirs published years after the event. In sddition to their legal and research
value because of their official character, the records of any institution or
organization constitute the collective memory of that organization. BSince the
1ife span of an organization is not limited to that of its employees, it cannot
depend on human memory to preserve the facts regarding its origin, its structure,
and successive orgenizational changes, its functions, its policies, its proce-
dures, its significant transactions. In brief, it is cumulative experience that
esteblishes its identity and defines its direction. An established organizatilon
that has suffered a complete loss of its records can no more function effectively
than can an individual who has suffered a complete loss of memory. An agency's
records are thus essential to its effective continued operations. Furthermore,
as 1life in modern society has become incressingly complex in the wake of the
Tndustrisl Revolution, urbanization, rapid changes in transportation and communi-
eation in terms of modern scilence and technology, &8s the individual and traditional
private institutions are less and less able to cope with economic and social pro-
blems. GCovernment at every level, and particularly at the national level, has
assumed ever increasing responsibilities and a wide diversity of functions. To &
greater extent than ever before, then, the history of the United States has become
a history of the United States Government. Its agencies, its programs, and its
relationships with our economy and our society. To write that history requires
.that we First preserve the records that document the origin, structure, functions,

policies, procedures, and transactions of Federal agencies. These considerations
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lead to my two final observations regarding archival value. Because of the scope
and variety of governmental activities, both past and present, an agency's records
frequently contain unique information on persons, places, and events. This data
may have been acquired and accumulated for one purpose. For exemple, the
decennial census was not initially intended to provide us with information on
individuals and economic activity, but rather to serve as the basis for apportion-
ing seats in the House of Representatives among the gseveral states. Those data
now have great value for a wide variety of scholarly studies. This is what is
meant by my previous reference to the value and use of records for purposes other
than those for which they were originally created. Finally, there is a category
of archival value that we refer to as intrinsic value or historic interest. I
need only mention the Declaration of Independence, the Articles of Confederation,
the Constitution and Bill of Rights to indicate what is meant by intrinsic value
or historic interest. But into this same category fall even relatively routine
records like appointments and commissions signed by the President, whether
George Washington or Lyndon Baines Johnson. This, then, in very brief compass
is the case for archives and their value and use. As a public archival institu-
tion, the National Archives has & four-fold responsibility. First, to assist in
carrying on the work of the Government by centralizing, preserving, and making
svailable those public records that have continuing value. Second., to contribute
to Covernmental efficiency by providing for the legal and systematic disposition
of those records no longer needed for current operations. Third, to protect the
rights and interests of the Government and the personal rights and privileges
that are established by and documented in the public records. Fourth, to pre-
serve and promote the intelligent use of the cultural resource that is represented
by the Government's records.

To better perform these functions, the Netional Archives in 19490 was given

responsibility for developing and promoting a Govermment-wide program of records
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management; and as the National Archives and Records Service, it has since 1949
been one of the constituent services of the General Services Administration. Our
legitimate interests, therefore, are in both records management and archives; and
I should therefore like to comment briefly on the origin and scope of Federal
records managewent and its relationship to Archives. Historicaelly, Federal
records menagement was the direct outgrowth of our experience with agency records
transferred to the Natilonal Archives in the flrst years of its existence--say,
between 1935 and 1941l--and of the problems resulting from the great expansion of
the Govermment during World War I. Early in 1941 the National Archives established
what 1t called the Records Administration Program to assist in developing through-
out the Government principels and practices in the filing, selection, and segre-
gation of records that would facilitate the disposal of or transfer to the
National Archives of records as they become noncurrent. The basic Justification
for this progrem was the need within the Government for planned programg of
records disposal and for beginning as early as possible in the life history of
records, the process of selection for preservation or elimination. Out of this
program developed what we today call correspondence management, files management,
mail management, records storape, and audits and surveys. To these the Navy
Records Management Group added forms menagement and the menagement of office
equipnent and supplies. Federal Records Management came of age with Congressional
implementation of the recommendations of the First Hoover Commission. By an act
of Congress in 1949 the National Archives became a part of the General Services
Administration; and as the reorganized National Archives and Records Service it
was charged with developing and prowoting a Govermment-wide program for the
economical and efficient management of records. Opereting under the Federal
Records Act of 1950 and with the further impetus of the recommendations on paper
work management of the Second Hoover Commission of 1953 to 1955, the Naticnal

Archives and Records Service has developed additional progrems in directives
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managenent, reporis management, paper work guality control, clerical work meagure-
ment, and more recently, source data automation, automatic and eleciric data pro-
cessing, and information storage and retrieval. Our specialists in each of - these
areas develop progrems and workshops to help train Agency records personﬂel and
work Agency persounel in the solution of work problems. These Records Management
activities may appear to be quite remote from the archival considerations which
I have previously discussed, Actually, the archivist has a very real interest
and concern in the activities of records managers and records officers, of those
concerned with the menagement of current records., Records managers, records
officers help to determine the quality of our archives--quality. in the sense of
completeness or adequacy of the documentatlon, its integrity, including the
extent to which they are cluttered up with useless and non-record material, and
the ease or difficulty with which the Archives can be used for reference or
research purposes. In a very real sense the records manager or records officer
determines much of our work with axchives, for upon the success of their efforts
to improve record-keeping practices and systems determines the ease or difficulty
with which the archivist can appraise the records and select those of continuing
value for preservation, the ease or difficulty with which they can be physically
preserved, arranged, and described, and the ease or difficulty with which they
can be wade accessible and available for use. The interest of the archivist in
the management of current records in all phases of records creation, records
maintenance, and records disposition is therefore not only legitimate; it is
essentlal. At the same time it is the recogniltion and full acceptance of his
responsibilities in these wmatters that distinguish the successful records menager
and records officer. ILike the archivist, he, too, is ultimately responsible to
soclety at large, and thus to H§Qterity. He should recognize that records serve
both administrative and scholarly needs. He should become thoroughly familiar

with his apency's structure, functions, and activities, and with all of its
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records to insure that those of archival valué are preserved, perhaps for the use
of Agency historians, but ultimately for use by nonofficial researchers. In
closing let me assure you that I am not unaware of two special circumstances
relating to your records. MNot all noncurrent records of continuing value have.
been transferred to the National Archives Building or the Federal records centers
that are located in each GSA region. Some, like scientific observational data
records of the Envirommental Science Services Administration, are maintained in
agency record centers and agency archives because of their specialized character,
others because of their confidential character are also retained by the agencies
that produced and accumulated them. But even the most highly restricted and
classified records are sooner or later made available for use, perhaps sooner

than many might expect, as is the case of the records of the Warren Commission,

for example, and in some cases, later, much later. For years some of the most
carefully guarded records in Govermment files were the so-called Baker-Turner
Papers, which had been sealed since 1866 by order of the Adjutant General's

office. These papers consisted of the files of Brigadier General Lafayette C.
Baker, Civil War Special Agent and of Assistant Judge Adjutant Levie Turner. They
relate to investigations of fraud, exeminations of civilian and military Prisoners,
and subversive activities generally during the Civil War; and they contain valuable
informatlon on counter-espionage activities as well as unsubstantiated charges made
agalnst numerous individuals, many of them of contemporary prominence. Baker, who
played a prominent role in the apprehension of John Wilkes Booth and the other
conspirators in the Lincoln assassination and was involved in the imprisomment of
Jefferson Davis, was and still remains & controversial figure. These records were
restricted for nearly 90 years, but eventually they were opened for research to
scholars. Had these records been open to historical or other public use premature-

1y untold damage could have been done to innocent persons; and not only reputations,
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but lives could have been put in jeopardy. On the other hand, passage of nearly a
century since the events that were mirrored in the records have by no means dimmed
interest in those events nor reduced the flles to the category of "dusty old
archives" only of interest to the octogenarian scholar who is concerned with the
number of words that can be written on the head of a pin. Within a few days of the
opening of these papers to researchers, a recognized writer ‘was knocking on the
Archives' door seeking access to them. Incidentally, almost immediately he recog-
nized why these papers had been kept closed for so long. He wrote, and I quote,
"To the ordinary reader it might seem somewhat ridiculous to keep under seal papers
which have to do with a war and men long dead; but as the great entry book was
opened and I selected the first documents I could see some sense to the order. I
found that the founder of a still active New York business, noted for his sobriety
and a pillar of the church, stood charged with drunkness on the battlefield. He
was so drunk he couldn't stand up, his accuser told Secretary of War Stanton.

These were accusations only; there are no records of a hearing and final disposi-
tion. He was an incompetent intelligence officer. But judging the man's personal
character as he is known in history, that particular charge seems sbsurd. How his
enemies would have loved it half a century ago when meny of the Civil War figures
were still alive." The almost immediate result of the author's labors, and this

was Mr. James D. Horan, was his book Confederate Agent, a somewhat fictionalized

biography of one of those dashing but necessarily little known heroes of the
Confederacy, named Captain Thomes Hines. It was also a history of a conspiracy
that night have destroyed the Union had it succeeded. You may say, of what
importance is this a century after the events. This is nonetheless the stuff of
which true understanding of the past consists and perhaps a century or two hence
some of the records now in your agency's file cabinets or archives may similarly
reveal missing bits and pieces essentiasl to understanding of our times. At some

point, at some time the public interest in a democracy requires that even the most
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restricted information be made accessible. It is not visionary to anticipate that
point in time. Tt is for this reason that the records officer, the archivist, and
the historian, all of‘u@f‘here today have a vital steke in preserving adequate and

relevant records documenting their agency's history and activities.

Thégk yéu véry much, Dr. Rhodes. 1 must confess for a momenfnggere I knew
Dr. Rhodes name better than Mr. Banaman's; but thank you very much. These gentlemen
are very busy. We, of course, feel and have long felt that the hub of the universe
was the Records Management Program; and we were very anxious to have this endorse-
ment and we are very pleased with this state of affairs. We have long edvocated
this interest and this concern and this genuine necessity for attention to our
records. All of us here, all of the records management officers have frequently
met in conferences of this sort, have been aware of this, and have stimulated this
concern. The arrival of the Agency's historical program has given us an additional
ally and we are so delighted to invite you to join us and participate in this con-
cern for this vital commodity in this Agency. As Dr. Rhodes pointed out this is
not only of concern to us immediately here today, what we do and what we neglect
will reflect upon us in the future. Consequently, the records program is definitely
going to take specific and deliberate action on these problems. We do have the
endorsement of the seventh floor, in fact.we have more than the endorsement, we
have a directive to do something about this very positively. Consequently, we are
anxious to communicate this to all of you because we can't do it alone in the cen-
tral staff. We need the help of every compenent, we need the help of the records

25X1A%9a

officers; and in chatting with we were encouraged in

the fact that the historical program is also interested in this and will cooperate
in this direction. In establishlng this foundation and establishing our creden-
tial, so to speak, our bona fides, so to speak, we are merely opening the door to
you people to the next order of business in the records proéram that will affect

all of you and that is the Records Retension Plan. TFor many, many years we have
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had records control schedules, which are commonly known as records disposal
‘schedules which identify records and definitely indicate the asmount of time that
those records be kept in certain offices, after which time they may be disposed of.
Now we have found that some things have not been included in schedules snd too
often these were very important series of records or individual documentations
that were not included, and consequently we are talking how sbout a records reten-
sion plan, a positive step to identify the material that must be kept by somecne
and not be everyone, but someone. Someone must be responsible and therefore we
are talking positively about & positive action. We have sought authorities on
25X1A9a

this field; we have in our office _ who has been working for some time
on it and has dealt with many of you on it and will see much more of you soon. I
mention this now only to alert the records management officers that in the very
near future within the next month we shall meet by directorate to discuss our
Records Reteﬁ&ion Plan and the development thereof. Through the good offices of

25X1A -and Dr. Campbell we have prevailed upon another official, an expert

‘ from Netional Archives, to come to us and enlighten us furthér ofl this subject of
positive records retenfiion plans; and therefore, 1t is with pleasure that I have
this opportunity to introduce him. He, of course, is faced with something sll of
us know quite well. Tt seems that down at National Archives they, too, have two
sides of the house and the good Dr. Campbell has served on both sides of the house.
He has served in National Archives for many years and he has also served in Records
Management for many years. I don't think I could possibly explain to him if I
toock all afterncon Just what divisions are in our two sides of the house. I
wouldn't even dare to attempt it but I think you all appreciate this considerastion.
So that the good Dr. Campbell will talk to us further on this Records Reteniion
Plan it is my pleasure to present Dr. Edward Campbell, the Assistant Archivist
for National Archives.

| 25X1A9a
7 Thank you, _ In talking about Records Retengion plans I would 1like
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to go back a little bit and put them in perspective. I won't go back as far as
Dr. Rhodes did. I will start about 1934. In that year the National Archives

Act was passed, establishing the National Archives and in one section, Section 9,
there was provision for the archivist's role in really monitoring the destruction
of Federal records. That passage read "He, the archivist, shall also transmit to
Congress on January 1 of each year with his approval of the National Archives
Coungil & list or description of the papers, documents, and so forth (among the
archives of the Govermment) which sppear to have no permanent value or historic
interest and which, with the concurrence of the Government sgency concerned, and
subject to the approval of Congress, shall be destroyed or otherwise effectively
disposed of." I am not sureighat that "and so forth" in the middle there was
supposed to cover but these few lines were the archvist's charter insofar as
monitoring the disposal of Federal records and I would like to call your atten-
tion particularly to a couple of these provisions which I tried to emphasis as I
read thet. One list perﬁiifgégaary 1. That wag all; Just once & year the archi-
vist was supposed to send a list to Congress, this list of records to be disposed
of. Before he could send that list to Congress that list had tc be approved by
that National Archives Council. That is the body that was abolished in 1950.
Before thet, theoretically, it was composed of really the heads of the Cabinet
agencies of the Government, to advise the archivist to pass on disposal jobs. Oof
course, actually the Cabinet members never sat. They had representatives that
sat; but every list that the archivist proposed to send to Congress had to be
fanned out to about ten different people this way in the Government, get the
approval of each one of those Council members back before it could go to Congress.
Again, this provision only allowed for the archivist to send the list of past or
existing accumulations of papers, only existing accumulations. And finelly, and
perhaps of not too much value but certainly giving some, should we saqkmoral

problems. The records reported in this way had to have value. They couldn't
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nave a little bit. The archivist had to‘certify they had no value. Now, I say
that gave a little problem, because I think you can understand that it is pretty
hard to say that anything has no value. The tenth carbon copy of a letter in
yvour files mey have value simply to prove that ten copies were made. But the
archivist had to certify no value. Now after two years of working under this
legislation certain escape routes were found to simplify things a little bit.
The Agriculture Department is & leader in this. They simply resubmitted the
same list every year. They gave the same list to the archivist each year, Just
changing the dates--uping the dates one year but sending in the same thing so
they could literally Just print the list up annually and send it into the archi-
vist and he could send it on to Congress with the dates chaﬁged. Again, some of
£he agencies got wise to the business and instead of listing all of the records
at each field office, for instanqe, they would simply lump them and say at all
field stations. Again it cut down some of the paperwork of listing all of the
existing accumulations. But anywey, in 1943 fhe disposals legislation wasg com-
pletely rewritten and thevbisposal Act of 1943, which is still on the books and
is still the basic authorization for the disposal of Federal records, was &ap-
proved. Nowthis Act had several advantages over the l9g§~Act. 0f course, in-
stead of being a couple of lines in general legislation, it was a two- or
three-page bill directed solely to the disposal of Tederal records, 80 it\sgnt
into much more detail. The first thing it did was to define "records.” T am
sure you have all run across that tongue-twisting definition, which is not easy
to comprehend, at least first reading; but it certainly was an improvement over
the lack of any definition. Before 1943 there was no generally accepted defi-
nition of what a record of the Federal Govermment was. Some people contended
the teleplione call slip which your secretary left on your desk was a record,
that the first draft of a memo that you seribbled in longhand and dictated off

to your secretary was a record, even though it was rewritten five times. There
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4% no definition. The Act of 1943 gave a definition which allowed the Government
official to use some discretion or some common sense in using the wastebasket
behind his desk. Presumably the official could determine what should be recorded
within the limitations set down by the definition!i?éecondly, this 1943 Act pro-
vided for what came to be known as schedules; that'is, suthorizations for the
continuing disposal of the same type of record. Agriculture, then, could quit
sending in that same list every year, Just send it in once and that would teke
care of it as long as that particular type of record was being created. Again
the 1943 Act provided for the National Archives Council, which was still in
existénce, to approve procedures for the handling‘of authorizations for the
disposal of records, but not the individual lists. They simply approve the
general procedures that were to be in effectjﬁpAgain, the language in the 1943
Act provided that to be retained, records must have sufficient administrative,
legal, research, or other value. It was not required that the records have no
value, and certainly a number of rather important disposal transactions have
hinged on that“éufficient value”idea. Some years ago the archivist approved

the disposal of individual income tax returns after a given number of years.

No one pretended those records had no value, but their value in relation to the
volume, the cost of maintaining and so on was deemed not sufficient to warrant
their retention. Again, a few years ago the so-called cover sheets of Selective
Service registrants of World War II were approved for disposal; but there was no
questioﬁ that these cover sheets had material of value in them, but it was deem-
ed not sufficient to warrant retaining the records. Now, of course you can
always get into an srgument of how'much is sufficient. That comes down to a
question of the judgment of the people concernedS%?Finally, this 1943 Act for
the first time put into legislation the procedures which Congress would follow
in acting upon requests for the authorization to dispose of records. The

earlier Act simply said the afchivist would transmit to Congress and left a
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deep void as to what Congress was going to do. The 1943 Act spelled out the pro-
cedure which is still in effeot that the archivist's lists of records to be dis-

posed of are sent to both House and Senate. A gpint committee on the disposition

—

of Sgecutive papers then reviewed these lists and reports to the Congress. When
thé;<%ile 8 fgéort, the filing of that report is actually the Congressional
action. Somewhat as an aside there, I wouldn't pretend that the members of the
Joint committee Very often read those reports in great detail. Herb Angel, who
is on the Archives staff now but during the War was with the Navy, used to tell
the story of getting a phone call from s very irate Congressman one day "Why in
the world did you throw out such and such records of the Navy?" He was in the
Navy Records Program. The Congressman was quite undone. Well, Herb had a
search of their records mede and came up with Just what he_needed and called the
Congressman back. "We destroyed them in accordance with House Report No. so and
S0, on which yours is the second name." That, of course, was simply a lucky
bureaucratic deploy that he was able to pull. But there is some gense also to
having Congress review in this Govermnment of checks and balances it does give a
certain affect. Under the 1943 Act, which is §till in effect, the
agencies took the initistive in scheduling their records (those of them who
wanted to) up until sbout 1950. 1In 1950, as a result of the First Hoover
Commission and the passage of the Federal Records Acti§950, Archives put on s
crash program to try to get sll the records of the Govermment scheduled. Archives
tried to assist the agencies where they could, otherwise to encourage agencies to
schedule all their records. By 1954 almost all the records had been scheduled.
However, those scheduled provided that about 24% of the Government's records
were to be retained. The agency would simply mark on the schedule theﬁﬁ such
and such series that were to be retained. But that did not really mean the agency
were retained or not. It did mean that they didn't want their dis-

posal at this point. Even though frequently these didn't want to approve
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disposal of necessary correspondence files. We all know how difficult those are

to appraise and evaluate. Others were

Veterans Administration up until the present time has not determined Jjust when
all claims folders of World War II, World War I veterans can be destroyed., I
think almost everybody who has ever been concerned with these problems agrees
they can be destroyed eventually. But because of the legal rights of veterans
and their descendants, to a certain degree, certainly those records cannot be
destroyed for at least 100 years, probably 125 years. As long as that is the
case, the earliest of these records date to about 1919. Nobody is worrying
very much right now about deciding whether or not it should 5@ 100 years or 125
years. It will be our grandchildren probably who will have to do the Job. That
mentioned., the Federal Records Act that we now operate under was passed; and this
gave another slight push in this records disposal seal. Section 505B of that
Act said the administrator shall establish standards for the selective retension
of records of continuing value and essist Federal agencies in applying such
standards to records in their custody. Now the schedules that had been drewn up
hereto had not done this. They had not highlighted the selective reteﬁgion of
records. On the other side of the fence, Section 506 of the same Act required
that agencies insure that important policies and decisions are adequately record-
ed and that these records of continuing value are preservedurx%esponsibility here
is two-fold. One, the administrator ;égnerally Eervices ﬁi%rough the Archives)
should establish standards for selecti;e attanti;n.and the agencies should assure
that perfect records were made and then that they be retained. Thus, after 1950
we had the three-fold requirement for the retension of valusble records. One,

the legal requirement of the law. Second, the requirement that Dr. Rhodes

referred to that all good management requires retenzzon of good records. Again,
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we have all seen these advertisements in various Journals "Will a fire wipe you
out overnight if you are in business?" Such and such Percentage of smsell
businesses who have had a fire have not been able to resume because their records
were lost. Aﬁdhagai%/“%hich Dr. Rhodes referred to, is that of cultural impor-
tance. The importance to the history of the country requires the reteﬂzaon of
good records. The scheduling of records under the 1943 Act and the crash pro-
gram of the early 1960's had not ectually identified those records that must be
and should be kept. Those programs had not identified a lot of records that
could be thrown out. They had identified s lot that "maybe they should be kept
and maybe not," but nobody, either the agency, the Archives, or any place else

f or critically evaluate them.

could really lock at the records, exemine the
The result was by 1962 24% of the Govermment records 5.7 million cubic feet

were marked for indefinite preservation and that total was going up 200,000
feet every year. Generally, it seems that about one or two percent of most
agency's records should be kept. To meet this situation the Archives inaugu-
rated its program for records retenggbn plans. The idea was to identify as pre-
cisely as possible the records of continuing values to the agency and to the
Govermment. Here was almosﬁi%evolutionary departure from past practice.
Emphasis was put on valuable records, not on the junk. Ever since 1943, for
almost 20 years, certainly the Archives! time and most of the agencies' time
were devoted to Junk. Nobody paid any attention, so to speak, to the suppor-

tive records. Reams have been written about why you should wo? NeFael

requisitiong,f%r inter-office memos, and about telephone

callﬁ 4}57@0 ,

\[UL'
Now this Jiﬁﬁ;t;;m tokRecords Retenaﬁon Plan reversed that. Time was to be
spent on identifying the valuable records. This approach, though, was not s

repudiation of what had gone before--of the efforts to schedule the disposal
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of many records that reasonably could be thrown ouf. Rather, it was a culmination
and a of the efforts that had gone before. The first thing,
of course, basically it directed attention immediately to the records that had
already been authorized for disposal.

in that way what had been done before. The chief idea was, though,
amongst all of had already been set aside to be kept.

There was, ought to be, an examination of and a determination of

ought to be kept Actually what you wanted
was only a few folders of yours. be directed to

information that was wanted.

The beginning of the process was usually the examination of whatever wes available
for the function of the agency.

to document each function to be determined. Naturally, that sounds very vague I
am afraid, so I purposedly started yesterdsy with the most obvious place to 1look

for what your agency does--the Govermment Organization Manual. The Government

TN
: i

Organization Manual 1lists five functions of your Agency.*iit advises the National
Securilty Council on matters concerning certain intelligence activities‘of the
Government and numerous agencies as they relate to national security?g;%t makes
recommendations to the National Security Council for the coordination of such
intelligence activities of the dep§rtments and agencies of the Government as
they relate to national securityég‘lt correlates and evaluates the intelligence
relating to the national security and provides for the appropriate dissemination
of such intelligence within the Government, (using more appropriate) asslsting
agencies in facilities, and so forth. Actually the Government Organization
Manval was the beginning of half of these reteggion plans. TFrom there the
Z-fponadisl s
person responsible for %&eW%ng;ﬁﬁ;m wp usvally can g@g’to Agency directives,
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organization charters, statement of missions,and so forth. Each of those three
functions I read--each of those 1s information from within an agency's own
structurefzzz'usually be broken down to a considerable extent to isolate the
functions performed by agencies st this point regardless of where in the agency
they are performed. What are the-Agency functions? Once those functions have
been esteblished then the question is what is necessary to document that func-
tion. Now to determine that it 4s necessary to have some idea what records are
created--what records there are relating to each function. Now the first step
after the functions have been identified is then the idenification of what is
needed. WNow in every case the first two sections of the Reteﬁzgon Plan are
practically they would be for your Agency as well as any other.
They are first the records necessary to establish the legal identity of the
agency, organization--the sort of information that you must have to go on to
further problems. The general documentation--organization charts, directives,
annual and other periodic reports, publicty information, general documentation
and then the records of executive direction like the orders, procedures, all
that sort of thing. Invariably the first two sections of the Retension Plan
cover these records, and the wording 1s about the same for all of them. They
would be the same for CIA, Internal Revenue Servic§/as for the Coast Guard.
Then, the next part of the Retendion Plan covers the substitute program for
the Agency--those functions which the Agency was created to perform. TFor each
function there are listed types and classes of records which should be kept.
This is still without regard to who is keeping them, without regard to where
they are. That is the first half of the Retendion Plan. That usually can be
drawn up by a records management officer. Sometimes s small agency's centra-
lized staff, sometimes Archives has done it for agencies, sometimes the records

management officers in the various elements of the agency. They can usually

draw up these recommendations. Part Two, then, of the Retension Plan becomes
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much more mégﬁiy. It gets down to basic facts. It is an identification of par-
ticular records, particular files in such and such an office, such and such a
file cabinet perhaps of the records that actually f£ill the specifications in
the first part of the Plen. If these plans call for the retengaon of annual
reports, where are annual reports of the Agency? Where can they be found as a
complete official set? Well, the second part of the Retenggon Plan keys the
requirement to keep annual reports with a particular file in a particular
office. That is where not only the record officer's éoncern usually the
operating people will know what records they have and what their functions are.
As a crevice to the normal Records Retension Plan there is a rationale, an
explanation of what the plan intended to do and how it operates. I want to
read to you parts of an existing introduction to & Records Retension Plan. The
standards are in the first part of what should be kept of each function. The
standards represent decisions concerning the extent to which documentations
produced under the functions should be retained for archival use. This
Retension Plan is focussed on those records which are Judged to have archival
value and so no retension standards are set forth for those records of value
indefinitely to service but of no archival value. Here, I go back for a moment
to what I said a few minutes ago records such as those of veterans claims.

They would not be included in the Retension Plan. It has been determined that
they do not have to be kept permanently, so don't worry about them in this case.
Here we are trying to isolate, to zero in simply on what should be kept, should
be properly cared so that it is indefinitely available. Now, implicit in all
the recommendations is the (opposite) record concept, and this is a key point.
Accordingly, in applying the standards only those records that are the primary
record copies should be designated for archival retension. Generally, the
primary record copies will be those that accumulate in a netionsl office; but

it is realized that in some cases decisions may have to be made concerning

Approved For Release 2001/07/16 : CIA-RDP72-00450R000100230002-5

"/.%'



Approved For Release 2001/07/16 : GES-RDP72-00450R000100230002-5

records found in more then one office, or in a field office and in a national
office, and so forth. That point is, that if amwal reports are to be kept
that does not mean that annual reports are to be kept in every office that has
a copy of it. The second part of the Retension Plan will key in on the one

of ficial file of annual reports. The standards shown under Functions One end
Two are those that are common to practically all Federal agenciles. The
application of these standards would be of assistance to an agency in compling
with the requirements of Section 506 of Federal Records Act of 1950, which I
read to, requiring the agencies to keep proper records. These two standards
are concerned with the designation of those records which are produced in the
caring and issuing policy of procedural, organizational, and repgrtorial
¢rouments and in providing executive direction to the Agency's activities.
These are records containing evidence of the organization and functions of the
service. These records document the rationale of the policies of the Agency
and of decisions which affect organizetional and procedural matters. Such
records are of archival value because they contain information useful for
research in the administrative district of the Agency, and they are of value
to the Agency because they contain information needed in dealing with organiza-
tional, procedural, and policy metters. These records on organization policy
are the bare bones of the records' srchival value in an agency. They at least
say what the formal story was. To find out where the agency deviated from the
formal story or perhaps didn't quite live up to some of the press relesses, ete.
T am sure thet all of our agencies have that problem. Other records must be
kept t%gn 1dentified. MNow some of the records produced under this so-called
Functions One and Two in the Retension Plan mey or may not be discreet records,
series or units. They may be interfiled with records produced for performance
of & sustenant function of the agenecy. Such cases can be handled in Part Two

of the Plan where permenent records are identified by particuler file, par-
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ticular file cabinet, particular office, by cross reference. Then the distinctive
functions of the agency which produce fecords deserving permanent attention appear
as other gections of this Retension Plan of the Archives. I want to spend a few
minutes now in talking ebout how to decide which records deserve all this atten-
tion. I spoke of the fact that you should isolate the permanently valuable
records, should identify them, etc. But what are the bases on which these
decisions are made? First, by whom are they made? Records officers ususlly
have to at least teke the initiative to suggest "can't this be thrown ocut?" Or
"shouldn't this be kept?" The operating people certainly don't have the time to
think sbout that
The records officers ask the operating people how they get thelr ildeas. The
operating people are the ones who kunow Just what the records are and also what
the significance is. And, in an sgency which has an active (discardal) program.
the people working in that history program should be
consulted. They should be asked what sort of records you would have kept in the
specific areas where you are working. They can contribute a great deal in
determining what should be kept. The three elements have to work together--the
records officers, the operating officials, and, 1f available, the agency's his-
torical officers. There are many ways to approach this question of evaluation
of records. I don't think any one of the methods has(a particular claim to
infallibility. One way considers four types of values of records--administrative;
fiscal, in the sense of the type administrative; legal; and then, historical or
general. Now the administrative value of records is simply the value of the
records in carrying out, concluding, a particulsr transaction. Usually it is
fairly brief, but not always. Both your Agency's records, your naval legislation
for the fgency has administrative value as long as the Agency 1s in existence.
Records used in court cases have administrative value as well as legal as long

as the court case is continuing. But for the most part, the administrative
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value of records is fairly short-lived; and of course, mauny records have only
administrative value and those are mainly the short-term records. The legal
value of records, no it is the fiscal value first that I want ©o talk about.
The fiscal vaelue of records 1s inhereﬁt in the fecords as long as the trans-
action to which they pertain 1s still open, as long as there is fiscal lia-
bility on the part of the Govermment or any private citizen. As long as B
statubes' limltations run records have fiscal value. Your income tax return
has & fiscal value to you until the statutes' have run against the‘Govérnment
and come back to you. The contract has fiscal value until the statutes'
1imitations have run. Again, the fiscal value usually does not endure too
long. Then I sopke of legal value. The types of records that appear to have
legal value are, of course, laws and regulations; but also, any pieces of
apaper that tend to support or to prove claim used by the Government or by &
private citlzen. Your Army discharge has & legal value. Your military ser-
vice record has a legal value &s long as you have not exhausted all rights
acerued to you as a result of your military gervice. Records of naturaliza-
tion proceedings have a legal value that gogs'on from generation to generation
becsuse épplications for citizenship can only be approved through the naturali-
zation proofs of parents with this citizenship. In such cases ag that the
legal value of the record lasts indefinitely. In a much larger sense 1 guess
that you might say that the legal value of the Constitution, the Declaration of
Tndependence still endures. Those records are still valuable as pleces of
paper because of their legal aspects. Now, when we get to historical values,
though, the story is not nearly as clean cub. It is not easy to decide. These
endure the length of time that records have administrative, fiscal, legal value
are something pretty definite. You can find something in the Statutes Books
usually. The atatute of limitations will govern or else the records of Jjust

administrative value such as the notice that you should go to this meeting
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today. The administrative value of that is gone after you go to the meeting. It
is easy. Now, to get to historical values is a much more compliceted story.
Essentially the historical values in records result from the fact that the records
tell a story or present a picture, and can be used to reconstruct the activities
of the Agency, to cbtain information accumulated by the Agency, to make some other
use of it, either about the past or use the information accumulated by the Agency
to make studies of the future--the £indings, conclusions. The records necessary
to reconstruct the activities of the Agency &re usually the procedural about
statements, legislation, organization, records of value because they contain
information for studies of the past. Some such records that

are census records of the past that contain much information that is
atill of use to the officers who use them all of the time. Scme of these are
service records of men who gserved in the War of 1812, the Civil War. C A1l of
thege records have information thet used now, but malnly for studies of the past.
Fven T would like information on my grandfather's and my great-grandfather‘s
service in such snd such & war. Records in the (Office of Price) Administration
during World War 1T were collected, of course, to administer price control; but
gsince then it has been determined that they have a vast amount Qf information
that could be used to study that whole business structure of the Country, in many
ways the financial structure of the Country. I'must gather there that there may
not be 90 years but things are so closed st this point for the most part. Then,

records are kept to prompt data on which to base new findings.

INAUDIBLE
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They are those ¢0ld records that

to try and project what the other history of a certain ares is, etec. Now, &
large majority of these various kinds of values that the
point of having to determine whether the value is sufficient to keep the record
or not. But here, inevitably, we get into the imponderables. In any case
where you have complete duplication of records it is obvious that you throw
away one set. There are & good many cases of legal transactions, it is obviously
g0 routine that it is not necessary to keep the records of it. There are other
cases where the same type of action takes place time and time again. Things over
and over and over where 8 relatively small sampling of the records will still
show how a particular transaction is carriled on; or perhaps & sample in the
sense of keeping the records of one office

performing the ssme type of work. Again, to appraise the value of records in s
given field it is necessary tc know what other information and what other forms
are being retained. The person appraising the records should know his field in
which he is working. He should know whether most of the signficant information
is contsined In printed sources. BSome years ago we ran & study at Archives on
the archival value of corporation tax returns. They are quite luminous. They
are being kept for the administrative purposes of Internal Revenue, and you
wanted to know 1f they should be brought up to Archives. After a careful study
it was determined that 99% of the information in the tax returns actually was
pretty much available in printed sources. The various

type of thing and that sort of thing. There is very little that any serious
scholar would likely find in income taxes that he couldn't find elsewhere. In
the same way, some years ago we ran & check on the individusl records of regis-
trants in World War II Selective Service System, and found that sbout 95% of
the questions being asked could be answered from other informatlon equally

available, so it was thrown out. But to appraise the records you must know
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what else 1s available. After all that, as I say, there 1s really no hard end
fast llne thet can be given as to what should be kept. To appraise you ghould
be fully cognizant of the field, you sho&ld consult with the historians, you
should cdnsult gt times not only with Agency historians but other historians.
At times we have gone to universities and asked them for advice on the disposal
of records. There is no one single answer. Overall, I still think that we are
fairly safe to say that about one or two percent of the records probably deserve
this attention. After the Retengion Plan was pulled together, though, the
classes to be kept are identified, then particular papers involved are identi-
fied., There ls, of course, a follow-up. Somebody has to make sure that the
records identified as being of permsnent value are actually extracted from the
not-so~important files, are sent to the Agency archives or to the National
Archives, as the case may be, and actually followed to meke sure that something
is done sbout it. Again, changes occur in organization, mission, type of re-
cords, etc. The changes in organization certainly won't affect the first part
of the Retension Plan; but they will affect that second part, where you aetu-
ally put your finger on which files in which section or unit should be kept.
Changes in records systems can meke a tremendous difference. Obvicusly, of
course, right now we have all of the automation records which are causing a

1ot of second thoughts. Where it was decided some time ego that corporate in-
come taxes were not worth preserving because there was large amount of dupli-
cation and so one, and also they were SO luminous. As corporations started to
make their income tax returns on magnetic tape we are not so sure that magnetic
tape can be manipulated as paper reports can be. They take small space it well
might be that just because of the change in record keeping systems the evealua-
tion of the records might be changed. Again, many of you are femilisr with the
switch to the on site audit by GAO. Before the on site andit deys the agencies

sent all of their vouchers and supporting papers into Washington where they
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were a1l audited. Like any good bureaucrat, they kept a copy back in their own
office to protect themselves in case any question arose. The system changed to
the site audit, the records did not go into Washington; they stayed right in the
operating office. There was no need to keep that second set of mccounts. It
was Just wiped out. It was of no use whatever. Systems will change, and again
the Retension Plan must be updated to reflect the change. And after the Reten-
gion Plan has been operating for a falr amount of time, a couplé of years per-
haps, really the best kind of follow-up is to go around to the operators and to
go around to the agencies' historiens and ask them "How's it working?" Are you
getting what you wanted? "If not, what aren't you getting? Update the plan
accordingly.” All of this involves & lot of work. There is no question of it.
Is it worthwhile? I think it is and I think most people who have even tried to
work in the Archives building say enough of our records centers will agree. If
the very small percentage of records are worth keeping for any long length of
time, 1f they are not separated from all of the other records, the very mass
that faces the researcher will make it almost impossible for the regsearcher to
using anything. Keeping all the records would be almost but not guite as bad
as not keeping any at all, because keeping the huge masses of records that the
Federal Govermment creates makes 1t impossible to really use any of them. All
of this effort does appear to be at least worthwhile. If any of you have any
questions I will gladly try to answer them if T can. Nobody wants to ask any.
Thank you very much, Dr. Campbell. Before we bresk, one point I want to
make and I want to underscore Dr. Campbell's words that so many people in the
Agency get the notion from our original, our original charter, that we are
exempt, that there are many things that we don't have to participate in. Now
this wrong on two scores; and as often as it hes been said, we still have to
come back to it and reiterate once more that it was back in Mr. Dulles' days

that the decision was made that we would not seek exemption from the Records
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Act, that we would go on with the intent of Congress; and we very decidedly do
follow the standards, the principles, the rules concerning archives. We deviate
one tiny bit in that we maintain our own archives and records center. Dr. Rhodes
at the very outset pointed out that after 100 years or so we may eventually
deposit something in his National Archives. We wouldn't Dbe surprised if it came
about. It has happened in many other instances. S0, I bring that point home to
8ll of us here, regardless of how sensitive, regardless of how privileged are
some of the things we are working on today, the fact still remains that we are
obliged by law to document it, to substantiate its authority, to underscore its
procedure and policy, end to maintain such a record, whether you msintain it 4in
your office or after it becomes a closed case and you no longer need it in your
office, you tehn move it on to our Records Center where it is maintained in
accordance with this law. We have 100,000 cubic feet of records in cur Records
Center. We have 5,000 cuﬁic feet of archives. Most of our offices do after the
year has ended |

procedures. Consequently, and this was jJust recently,

made & point in our budget proceedings. The Agency's records procedures were not
at all unique and are not at all sbnormal in any sense of the word. And it is
here that we now come to the essence of our discussion today. We records
officers knew this and we have practiced this for years. We now have this
Records Retension Plan of where we must 1dentify more specifically and
we must take more positive action on this one thing--identifying those records
which absolutely must be withdrawn from the mass of material and protected and
isolated; and we need the help of you historians. You have been working these
last few years on this very problem. We need your experience. We must come

to you and we will come to you, most of you, and ask "What have you found,

what have you experienced, what gaps do you find‘in our records? What is wrong?

What is not being underscored? What do you find has hindered you in your work?
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Then we in the records program will see that this is incorporated in the Records
Retension Plan. This is, again, not strange nor does it alienate any segment of
the Ageney. We have spoken to the directorate records officers. We have spoken

to many records officers. We speak to the officials and we have spoken again to
25X1A9%a
the historians. We dealt with - 8 year Or soO ago and now wi'bh- 25X1A93

historical program. I want merely again to establish our credentials. We are all
on & common problem. We need your help. We need it desperately. We will come to
you in this in the very near future. The records officers know what thelr work is
and they will work on it. Now, before we break I wanted to point out merely this
point that the first part of our discussion was to establish what the national
pélicy was and if it had a relationship to us and our work you, too, & separate
program here. The second half our our program after we break for 15 minutes will
touch on our doings here in the Agency, specifically
and so, Mr. Basnaman, if you have no announcements,
If you will return here at three o'clock, please we will

resume.
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25X1A Iadies and gentlemen, I would like to resume. Iadies and gentlemen you have
received some pieces of paper. These are for guestions. A little 3 X 5 plece of
paper if anyone wants some more, why the girls at each isle will get them for you.
_ informs me that if anyone has a question they can feel free to Jjot
it down on a piece of paper. The girls will get it; and at the conclusion of his
talk, he will be pleased to answer any of these where it is possible. He modestly
commented that most of you are better equipped to answer some of these questions
concerning the Agency than he, he being so compatibly new among us. But the fact

25X1A remaine that our next speaker 1s the _
_ He is presently here at the Agency doing & study of our historical
progrem, our historical needs. The background of _ca.n go on for
a considerable number of pages; and this includes several archives around the
world, in Europe as well as here in the States. It includes his activities at
various universities and the assistance of our Government on various occasions
as well as several other govermments in their historical archival programs. Con-
sequently, without going into the details of all of that his writings T merely
summarize it all that our next speaker 1s very qualified on our subject today; and
I am privileged to present to you_
¥ féi.ra,dies and gentlemen, I would like to speak on the subject of the identifica-
tion and retension of documents for historical pruposes. I remember the first
time some years ago that I was in Rome and visited the Forum; and was, of course,
much impressed by those ruins and the realizetion that from that small ares Rome
ruled half of the known civilized world. On successive visits to Rome and the
Torum I have been struck by the smallness of that area. I continue to be struck
by the smallnegs of that ares and the realization that you couldn't govern &
small county in any of the United States of America from that 1little area. You
couldn't run Washtinaw County, Michigan, from the small area from which Rome

ruled half of the world. But of course the Romens were able to get along with
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that very small area because they were not tied down with records, and they didn't
have to have a record retension and disposal program. I have never encountered the
absence of records as the causes of the downfall of Rome. I sometimes wonder
whether our overabundance of records may not in the end pull us down. Iast Satur-
day afternoon I attended a conference on contemporary history at the Smithsonian
Natural Museum, a conference sponsored b George Washington University. Some of
you may have been there. The participants included _ known to 25X1A
many of you; and Felix Gilbert and Chuck Barson and Walter Lecur of the Instiltute
of Contemporary History in London. The auditorium was filled; people stood
arcund the room; there were questions asked sfter each part of the program, and
many of the questions hinged on the matter of records and the accessibility of
records and the feeling that there was something wrong 1f one didn't gain access
to records almost immediately after the events, that a 30-year rule was something -
of a hardship and a deprivation. One of the perticipants was asked from the
sudience "What sbout the CIA records, and will they ever be available?" and it

was _Who replied that these were of course highly sensitive re-
cords. T realized then and today that T am speaking from opposite gides of that
telescope. There on Saturday the question was of records and of the abillity to
gain access to them, to write histories and accounts based on them. Today we are
tglking about records that are not open to the public; and it is unlikely that
they will be made aveilable for meny, many years to come. They are highly sen-
sitive records. They will be seen by very few persons and those connected with
this Agency. They will, of course, be examined and are examined by those who

have occasion to use them, by records management officers, by historical writers
in the directorate; and there are and will be produced historical gstudies from
these records, though those historical studies will not be read by tens of
thousands of people. In fact, there will be very few copies indeed of historieal

writings. It is possible that some of the writings done may be extracted and
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will end in publication in the Journal which exlsts in this Agency for such
studies. But with that exception, these are closed archives with extremely
1imited access end publication in the usual sense does not exist. Yet, it 1s
important that histories, historical accounts, based on these records be
written; and that the documents on which these histories will be based, be iden-
tified and preserved. Two main purposes are gserved by a historical program in
this Agency, & program that ineludes not only overall accounts of the Agency,
its role in the intelligence community, but histories of the Office of the
Director, histories of the directorates and of the components of the directorates,
and histories of various operations and activities of the Agency. It is impor-
tant that these be written, I say, for two reasons. One is so that a written
record be reproduced for all the various used to which such a record msy be put.
T mean for understanding of the work of the Agency, for training purposes, for
briefing purposes, in policy planning, in program analysis and evaluation, even
in operational guidance, for all of the various uses to which a historicael
accound may be used. And also, s second reason, SO thet the experience that is
built up here in this Agency, in activities and operations, that that experience
mey be reduced to writing and become part of that record, so that one will know
the whys and wherefores of what was done and why things were done a particular
wey and what was learned by doing them that way, what lessons were derived, what
things went well, what didn't go quite so well, and the whys and vhereofs there-
of. Now this meens the writing of history, this means the use of records, this
means an area where the work of the records management officer and of the his-
torical writer come together, come to parallel each other. In some instances
the records management officer may be the historical writer. Now, if sll opera-
tionsl records are kept, if all records relating to policy are kept, if all the
yrecords which are usually all of a permanent type are kept, then all historical

records will be preserved. For the list 1aid down of files to be kept permanent-
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ly because they are regarded as working files or part of the administration or
preserved for fiscal or legal reasons or other ressons are at the same time
those records that the historian would use. Now I was some 20 months here in
Washington in the Navy and ONR. In the last war I was in a small group engaged
in making cperational studies, and the materials that we used were identically
the same materials that across the river Samuel Elliott Morrison was using for
historical purposes. They are operational records, or historical records, are
the same, the difference being usually in the lapse of time. The problem comes,
however, when you move from records of a permanent nature, records to be kept
permanently, to records which are regarded as temporary, to be kept in the files
until the end of the current year and then for a year thereafter, and then sent
to-for two years or three years or ten years and then destroyed and

sometimes a statement goes and then reviewed before the destruction. The pro-

blems with these files which are of a temporary character because of the posslbi-

1ity that documents of historical character are filed among them; and here, I
think, is an area in which the historian may well be concerned. It calls for
rather careful determination on the part of the records management officer and
the historical officer and the historical wrilter as to those records beyond the
readily recognizable ones, those records which ought to be preserved and yet
gome, however, are found in the temporary fiies. If those could be determined
at the time that the files are set up and could be earmarked "permanent", for
permanent retension and then identified in some way, that would be helpful.

One way, of course, 1s some kind of stamp or mark on the document. I am assum-
ing that these documents are those that are going into the files that are other-
wise called temporary files. Or sometimes a clip placed on the document, some-
thing to indicate thet these records are permanent, though for the time being
and for various reasons they find themselves in a temporary file category.

This, of course, entails you; and I share the feeling of those in Document
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Retension, Records Retension, thet one wants to keep to a minimum the smount of
subsequent reviewing of files that takes place. I have recently had occasion to
examine several records retension schedules and to run through them fairly care-
fully and to note what documents are being held permanently and what files are
being marked temporary. And so far as the schedules go, it seems that the dis-
tinction between the two is being well observed. But that are instances where

I have found files marked temporary that I have felt or I feel must have or msy
have documents in them that should be kept permeanently. Also, in examining the
schedules I have come to item numbers because they are broken down by office

and then within the office in most instances, broken down by subdivisions and
reduced finally to an item. And then, in the one instance where I have had an
opportunity tc look at the current files in the office, I did not find any
immediate agreement between the item number and the files that are currently
kept. And so, I would like to raise the question for your comsideration "Is it
or isn't it desirable that there be some linkage between the two?" VWhen I
worked with the German Foreign Ministry Archives some years ago in England at
Weldan Hall T experienced this same problem, where collections of files had been
given item numbers and then the actual lists that were made up of the documents
did not agree with the items and so & conversion table was set up so that if you
saw an ltem that you wanted you consulted the conversion table, the conversion
table told you the number of the list that described in detail those documents.
Then you took that list and you ran down and you saw the documents and you saw
whether you wanted them or not, whether they should be filmed or not or whatever
your purpose was 1n going to them. And I would raise the question, now I am
speaking about documents that are in current files, do records management
officers and historical writers feel that there should be some indication on the

file as to which item numbers in the schedule these are. I repeat, I am not‘

speaking of the documents that go to_ I am speaking of those before 925X1ABa
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they have been sent which are active files, more or less active files, in an
office; and whether some kind of conversion system 1is necesséry, What I am
getting at is this. As a historian, I would like to be able to teke a retension
schedule, open it, run down through it, and see certain items that I might feel
were of value, and then for the more recent records be able to go into the office
and be able to go from the retension achedule to the documents in the active
files. Now that leads to two other matters. Tt would help also, I think, if
historical writers and records management officers were to get together in the
‘different offices and see if a brief statement of two or three pages could not
be written about the records of that office that would guide a future historical
writer, and guide the historical staff of this Agency. By reading this brief
account one could see that this office, for exsmple, had had files or had main-
tained files, say, on the image_of the Agency, or on defectors, or on resettle-
ment, or on some such subject as that. That would, I think, very helpful in the
writing of the historical program, in writing the historical papers. Now, closely
connected with that would be a brief statement that could be worked out in two
or three pages that would show the strength of the collection of vecords of this
office or division or staff, whichever it is, with respect to matters that extend
outside, beyond that office, that cut into or cut across the Agency into other
of fices and actually go outside the Agency inﬁo other departments and agencies of
the intelligénce comuunity. Such a list could serve two purposes. It could gulde
the historical work of the Agency. Tt could be a guide to the historical work of
the Agency. It could call attention to strengths in documentation. It could call
attention to the need to do certain kinds of work, for in the historical program
of the Agency, there is more than one way to approach it, not just in terms of
offices, but in terms of activities of the Agency, and such statements would help
here very considerably. And so I raise this with you the matter of the three

possibilities of whether you think they are feasible. Now in determining which

Approved For Release 2001/07/16 : CIA-RDP72-00450R000100230002-5



Approved For Release 2001/07/16 : Cl1AcRDP72-00450R000100230002-5

records are of a permanent character and which are to be considered temporary.
Tor historical purposes I think we should not overlook that what is an important
historical record ie not the same from one time to enother. In recent years, ve
have had a very considerable enlargement of the concept of historical resources
as a result of the wide-spread use of quantification in research of statistical
methods, of computers, and the 1ike. So that records which might not be regarded
as strictly historical are now, it is realized, useable and have very important
ugse. For example, if a study were to be made of the young men and young women
who are instructed in this Agency and the study broken down into the geographical
regions from which they come and the family background, the socio-economic class
to which they belong, the classes to which they belong, the kinds of education
they have had, higher education, where they have gone to college and university,
have they all gone to Ivy League colleges, what language equipment do they have.
That is the picture, the image of the young person accepted by this Agency.

That, of course, is entirely feasible to do with the resources of this Agency and
with the means of determining this; and it may be that in the Office of Personnel
or the Office of Training that such study is going forward, but it is an indica-
tion that records which might in past when one spoke of & historical program are
now used because there 1is & different approach to what constitutes a historical
record and what constitutes a good history program. T doubt that these records
aren't being destroyed, bubt on this I am not informed for the reason that relab-
ing to personnel T would expect that anything that related to personnel might be
kept for some years. But if it were kept for only eight or ten years, those
materials were kept for only eight or ten years, the length of time is suffi-
cient for a study to be made, so that retension must cover the kind of meterials
that are becoming increasingly useful and used in historical work. My own
personal note, my own experience in archives goes back to the spring of 1931

when T first worked in Vienna in the House I was
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working then on Italy's relations with Germany in the 1870's and 1880's and 1890's.
The Austrian Archives that time were open to 189k; and the documents that were made
availeble to me came in bundles about so thick, and they were loose. They had a
cardboard top and a cerdboard bottom with a leather strap around them, and on
loosening the leather strap and opening the bundle therec was & blue sheet and the
blue sheet had the neme and the number of any person, of all persons, who had
examined that file other tahn the staff of the Archives. So when you went Lo work
you could see if anyone else had been there ahead of you and was working with those
materials. In the winter of 1935, 36, and briefly I was in Berlin; and I 4&id my
first work then in the German Foreign Ministry Archives that number 75 villim-
gtraus, and I used to go in that front door past the two sentries who gave me a
Hail Hilter and I gave them & Good Day, end went through to the courtyard which
was lined with dispatch pouches, down past those dispatch pouches, a quick turn

to the left, another turn to the left, up two steps, and in the Archives office.
Again, I was working on the relstions of Italy and Germany in the years before
191k. Then, after the War, I worked in the Italian Foreign Ministry Archives
beginning in 1954, working on Ttaly's entry into World War I and working with
documents, some of‘which had been buried by the Itaelians or hidden by the Italians
after the surrender of Italy in 1943 and some of them I uged had been hidden in
the basement of the Lanchelote Pslstso and there mildew had set in and some of the
files had been reduced to just blocks, solid blocks, that had not yet been broken
down and the documents separated. Then I worked in the Public Record Office and
in the British Foreign Office in the captured German Foreign Ministry Archives,

and in the captured German Naval Records, and more recently in the Italian Naval
Records in Rome and further work in the British Foreign Office Records. When
Ttaly was about ready to negotiate in 1915 with the allies for the entry of Italy
into the War the Italian ambassador presented to Sir Edward Gray, the British

Secretary of State for Foreign Affairs, a statement on March L, 1915, of the terms
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under which Ttaly would come into the War; and it was something to hold in one's
hand the original document in Italian that he passed to Sir Edward Gray and then
to resd Sir Edward Gray's comments within the British Toreign Office and the
comments of Sir Arthur Nicholson, the father of Harold Nicholson, who just died,
to read the comments of such men on the Italian proposals. I had a similar
feeling back in 1931 when I held in my hends the office copy of the letter that
Count Androse, the Minister of Foreign Affairs of Austria-Hungary, in May of 1874
gent to Rome to Count Vinton, the Minister of Austria, Hungary, end Rome, in
which he set forth the doctrine that geography had rights over nationality in the
new monarchy. This is a famous document and it was, of course, the officlal
position of the Govermment. There is a feeling that comes as you hold these
original documents 1n your nend, and somehow or other you tend to identify, or
you feel you can identify yourself, with those events. Now, at this point I would
like to stop my remarks and say that if you have guestions I think this can be
the most valueble part of our meeting, or & valuable part.

Well, I am sure that when we study our historical we are told
that you should work from the very best documents. You should always work from
the very best document that you can get. Now, there are limitations on that,
pecause the best document, the best text for a document is not always available.
If you have a carbon copy, you have no reason to feel that the carbon copy is
different from the original. If you have any feeling that there is something
that was added to the original, that something was written in the margin, then,
of course, you must try to get the original. But I think a good deal of your
work will be from carbon copies, would it not? You will work from documents of
which your office will not be the only recipient. I don't know whether or not I
am meeting your question. I think in your office files one thing you may have 1is
copies of the policy papers that have come down from above, and it is a very good

1des to know that because if there should be any difficulty in locating the
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document or it can direct your attentions to it. I think we have to be practical
in these matters, and the search for the very best document is not always one that
you Just can't always do it. Now on this matter of destroying a lot of copies
that rule has come up repeatedly in filming that we have done and we have captured
German Foreign Officers' records and Navael records. You have a folder and you
have got not the original communication but you have got a copy of it. The folder
you have contains some information
Now what do you do about filming those

things, and the British, French, and American teams took a rether dim view 6f
copies and when I was having i1t done I thought that was all right for three govern-
ments to take a dim view of copies because they will heve a very fine collection
of this film and if something isn't filmed in this reel you can pick it up in
another reel. But I was doing & limited amount of filming, and I thought it desir-
able to film those copies and particularly film them if their marginalia differed,
if there were any marginal comments so that the censure might be said to have two
different documents. Another point that occurs to me that if you extract from the
Archives a document to use in a historical document I would say have & copy or
several copies of that document made. Then return the original document to the
files so that it is retained where it properly belongs. Then you work from the
copy and when you have finished the writing of your paper you will probably have
some documents and some eppendices in the paper, but you will probably have some
documents that you didn't use or did not for one reason or ancther include in the
attachments and put those in an envelope and let them go along with the paper.
Now I wouldn't destroy the unity of archives. I would make copies of the things
that I wanted, and that 1s easily done these days.

I am caught here between the two schools. Let's say as & historian I would
say that to work from documents is, of course, an essential thing; but you work
out from documents and use as much other materiasl as you can get. The historian

Approved For Release 2001/07/16 : CIA-RDFZZ-00450R000100230002-5
- ‘!«



25X1A

Approved For Release 2001/07/16 : GIA-RDP72-00450R000100230002-5

‘working on a historical subject usually has in addition to documents, memoir

materials, has private letters, has parliementary debates, newspaper items, has a
variety of sources from which to draw; and, of course, he is interested or should
be interested in not only the records of what took place in the strict sense of
chronie, but in getting vehind that to understand something of the setting of the
time, the causes and motives, the reasons for things, the importance and signifi-
cance of these and the results, and those can be highly subjective and in commer-
cial writing sometimes the more subjective make the more interesting reading and
it is all more or less subjective. You ought to pley fair with your documentation;
and if you pley fair with documentation, usually more then one interpretation is
possible. Now when you are writing within the Agency what is to be essentially a
record of what was done and also of the body of experience which was developed, 1
think there is less of an opportunity to get behind except for that which is
historically necessary to understand whet took place. Some of you may have read
history of the Agency for the years 1946 to 1950. There have
been extracts from that that have been published in your intelligence perlodicels.
But if you were to read the whole works you would realize how much space he de -
votes to the infighting that went on and that is also among the various intelli-
gence agencies. Now that is one thing, also, that when you are fighting at that
level, you are placing this Agency in a Government setting; but when I think of
what went into the Agency when you are writing an office history that I would say
bring it into that only where 1t is essential to the understanding. Is that
cutting it too fine or what do you think? I think the importent thing is to get
points of view presented on this. What am I saying? I am saying that a pro-
fessional historian writing for the general public with the ildea of selling some
thousands of volumes but at the same time doing a pretty good pilece of work. He
will probably write more colorfully and more vividly and give expression to more

opinions than 1f you are writing quietly within the Agency for an extremely
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1imited asudience and your intention is to get a fecord, to get something on record.
These are only personal opinions.

Thenk you very much, _ We are running shead of schedule end 25X1A6a
therefore we should be able to conclude well in advance of cur program. However,
there are just one or two concluding announcements here and summarization as to
Just how all of this concerns all of us. As it was pointed out earlier, the
records have a tendency to discourage officials and administrators, and we find
this is basically because their need and value is not appreciated. And also,
because decisions need to be made concerning them and decisions are something we
tend to avoid because we all have & natural inclination to take an easy route.
Unfortunately, we have a parallel here in our church sermons. The problems with
church sermons are thet the people who need the sermons are not present. The
came situation prevaills here. We here today understand records and in the near
future we would be called upon to make decisions concerning them. Therefore,
there is no reason for me to sermonize, only to give you one or two more facts
upon which you can make your declsions. These facts include the law, the legal
requirement. The Federal Records Act reguires each agency to document its poli-
cies, procedures, and accomplishtments. The records belong to the Govermment.
Officers need Congressional permission to destroy these records. To do this, our
Agency has schedules; and these schedules are based on 120 specific requests our
office has made to Congress for permission to destroy certain types of records.
As Dr. Rhodes pointed out earlier, when someone wants to destroy a record, they
have to describe it, send this to National Archives where it is reviewed, they
often come back and discuss it further and it is Dr. Cempbell's office that has
been doing this with us for the last twenty years. Consequently, we have re-
ceived permission because that office, National Archives, goes to Congress and
gets written approval and this is sent back and comes to us. We have 120 of

those specifically. But this doesn't cover all the records. Those Just cover

Approved For Release 2001/07/16 : CIA-RDP72-00450R000100230002-5

s



Approved For Release 2001/07/16 : CIA-RDP72-00450R000100230002-5

the unique ones. The general records are covered in a general schedule, that is
also pﬁt out by National Archives; and they cover such things as personnel files,
gecurity files, project files, and other things of this sort which are general in
nature., Consequently, there is no sense in our asking how long do you keep
personnel files as our personnel files are similar to any other sgency and con-
sequently the general schedule will work. Now in our Agency every single office
has such a schedule. GSome of them are more current than others, and some of them
are adhered to better than other offices, but this is just a guestion of degree.
However, the principle still exists. I mention this to you historians, it's old
hat to the records officers, because this we have found many historians use as a
starting point, a point of departure to analyze what records are in the office.
Also, what records are in other offices in the directorate and this sort of thing,
such schedules. The next step, of course, is records reterfion plans which we
will speak of in & more positive veln then our existing schedules. The second
thing I wanted to touch upon is your inactive office records. We have 66,000
feet of records in our Records Center. These are from your offices, and I would
like to talk about your records. These aren't ours, they are yours. And when
Mr. Bansmen pounded the table at the budget hearing and said "Why are you keeping
8ll these damn records?" They are not mine. I have only 23 feet of records down
there." They are your records, Mr. Banaman. There are 20,000 feet from your
directorate and there are 20,000 feet from the DDP director, and there are even
more from the DPL director. Well, this made things a little different. We were
no longer talking about my delinguencies. He now wants to do something serious
aboult his records. 8o we are talking about your inactive office records at the
Records Center which we happen to operate for the Agency. Thirdly, the Office

of Records, which had pointed out to me during the break and Which- 25X1A

-’couched_ upon, this is not easy, as are several of the questions concerning
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the practicality most appreciative of that work, the practical considerations,
procedures, common sense, the unique needs of your office. What is established
as a procedure in the Office of Security may not be ugeful in the Office of
Tinance. This is the consideration, therefore. There is no ready answer, but
there are a few common sense considerations. One, the copy- Too often we find
offices that are keeping the last copy; and we have sald, and many people have
seid, the first carbon is to be kept by the originating office. This your best
carbon. The best carbon should be retained. Now, too many offices keep the
f£ifth carbon. They want the nice first carbon to go along with the original.
This may be very polite and courteous, but it is not very good records keeping.
This one congidersation I offer. The origlnal, as is quite right, we seldom have
control, and quite often it is difficult to get the front office to return and
approve the signed original to us. It has been pointed out here if it is dimpor-
tant, if it is a documentation, 1f it authorizes certain things and it is not
just a gquestion of money but ceétain activities, then it is in your own best
interests of your office to get it back. This, of course, is an administrative
consideration. But, we in Records Management have found that there is no fine
line or parameter or demarcation, boundary so to speak, of where our responsi-
bility ends. We Jjust seem to intertwine with Administration, and I am afraid
thet this is equally true with historlans. I honestly, and I suppose I am being
presumptuous, but I must put it forth because it disturbs me. You people have
had tremendous experience. You have gained tremendous knowledge that can be
brought to bear on administrative procedures that need improvement. You should
communicete these things to the various offices and where you find the lack of
signed copies are interfering with the production of & good history, then by
golly you have got to communicate this to the administrators to adjust this.

Is this exceeding the bounds of historians and the history program? I think not.

Tt reflects on your program if there is & delinquency in another progream.
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Consequently, perhaps it needs a great deal of tact and diplomacy.. For the good
of the Agency it needs doing. Consequently, you as officlals, as officers, are
obliged to stand up and be counted and let it be known and do take action on these
things. We have found our records officers doing this for years. Many of them
have become very unpopular, but they have corrected many things thet were just a
half-step beyond this program. But it did help the Records Progrsm and it did
help the Historical Program and it did help the Administration. Consequently, I
don't have a pat answer for it and on where is the Office of Record. We hope the
Retension Plan will establish that, and when that 0ffice of Record is established
it then has the responsibility to chase down the original signed copies, the ones
with the marginal notes, ete., vwhether it 1s an original or a carbon or anything
else that offers a record as a responsibility. Thirdly, the vital records. The
vital records was to be a portion of this program. As we discussed it and as it
devolved this originally was to be an all-day session. As it got along, we
decided to trunkate it and concentrate on history. Because this was of concern
to you, vital records was Just another tangent. Consequently, we are going to
conduct & workshop on vital records for the records officers and for our adminis-
trative officers, as well as for the emergency committees. All offices have
emergency planning committees. They, too, need to get together with the records
management officers and agaln arrange the points of common interest. Vital
records should be defined for the historians because too often people have mis-
construed the word "vital" to mean important; and, although this is true, there
is not quite the connotation intended. Vital records mean that it is more than
important. It is current. It is the document without which the author cannot
exist. I think there is a double negative in there, but let us run through it
once more because of its importance. There are certain documents and National
Archives and ourselves come to the conclusions about one or two percent of your

records are vital. Your office cannot exist without these records. You very
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definitely have heard, in fact Dr. Rhodes touched upon this point, that many
offices that were burned down, many businesses, could not open the next day
because they lost certain records. In business it is accounts receivable. In
security it is one thing. In personnel it is something else. In our operating
offices it is something else. You know what what it is. They are vital. They
are the documents which you need to reconstruct your office. The Vital Records
Program was developed because of the war considerations. This 1s no longer true,
nor is this the exclusive consideration. The fact is that there are such things
as broken water mains at fires and at riots. These can do as much damage as an
atomic weapon. Consequently, there is a certaln collection of records that are
vital that should be stored outside the office so that if something happens to
the office, be it war or some other catastrophe, the office can reconstruct
itself. We have an emergency planning committee. It 1s responsible for this.
We have schedules to document these needs, these vital records, and therefore,
we are going to have training sessions on that for all of our records offlcers
and these emergency planners. As I saild there should be one or two percent in
our offices. We have 200,000 cubic feet of records. Two percent of this I
calculate to be about 4,000 cubic feet of records. We have 10,000, close to
five percent, so that we are a little generous in our vital records. The impor-
tance here is you historians may find some use in the vitsl records schedule.
You may find some use in what is important by seeing these vital records, but
wWamcwmm.TMyMemtme%;mwamthmmﬂwanom.

They may be this also but they are the vital records. Hence, this distinction.
Tt is a separate program. The fifthly, historical documents. I have had dis-
cussions with people in National Archives and with experts doing historical work
in other agencies; and I find that there is no half-answer nor is there any nice
clean formula. Now, as to how you should do it, how you should do this writing,

how you should do the documentation many of them differ congiderably in their
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approach. For instance, we discussed should you keep the entire file because

you have made reference to it, should you pull the document out of the file and
make a copy of it, or should you pull the copy out and keep it, disposing of the
rest of the file? This no one seems to agree on. The only thing that we seem

to pin down is that you must preserve thé integrity of the file so long as it is
being retained. You cannot arbitrarily remove sectlons of it because it interests
you in your work, because it fulfills some of your historical requirements. It is
essential that you understand that if it is of interest to you, if this one parti-
eular document interests you, then it is quite concelvable that something else in
that file will be of interest to some other person writing with a different
approach from your own. Congequently, about the’only thing I can throw in on top
of the other remarks here is remember to preserve the integrity qf the files; and
if your are waking your references, if you are making your copies fine. But you
must have foresight and consider other users. This is no problem when the records
are permenent. It is when they are temporary. I'm sorry. I mean to reverse that.
You really must always be careful of this when they are permanent, because too
many times a file has been damaged by this removal; and the permanent file sits
there in our archives with huge gaps. When the file is temporary and you remove
them, the file may ultimately be destroyed in five years so you have done harm.
Fortunetely your harm comes to an end in five years. But this is a consideration.
With our copy machines I think that this business of msking a copy to document
your records is adequate; and in talking Just last‘week with Dr. Aldrich at
Netional Archives, he tells me that they have stopped being concerned in many
agencies, and they make reference to a particular file and they don't make a

copy of it because the history goes on and if the footnote and the reference
refers to a file thet is temporary and that is destroyed filve years later, his
reaction was the reader seems to manage and seems to find a cross reference

elaewhere. We have such an overabundance of duplication and redundancy that

Approved For Release 2001/07/16 : CIA-RDP72-00450R000100230002-5

-3¢



Approved For Release 2001/07/16 :-€1A-RDP72-00450R000100230002-5

they have no longer become concerned about these references. They make their
reference and the future historians seem to find these things. Whether this
will prove out or whether this is a sin of the first magnitude is unknown. But
to reiterate, there are no firm rules in existence yet on history writing. We
are trying to define them, but at this Juncture I don't have the required common
sense; and I think this is where history writing beecomes a fine art that is not
yet science, and this is all the more reason for our- high regard for your his-
torians because we realize what you are up against. Finally, the archives is
there with our Records Center. This is where the permanent yvecords are. Our
Agency offers us retire material to tﬁe Records Center as inactive office re-
cords. While they are there as ipactive records they are the property of the
office that retired them. No one in that office can have access to them with-
out the approval of this office. It is absolutely the property of the depositer,
and he hag control. Finally, there comes a time when this material is no longer
the exclusive property of that office. It has grown in value. It 1s now of
importance to the entire Agency. It is at thig juncture that it becomes an
archive, and we have many difficulties here because of provincialism that exists
in many departments. In theirlOWn 1local narrow consideratlon we are the only
guiding lights they have, and it is difficult for us to get across this point,
especially in our organization, where need. to know, their éensitivity, where
privilege, and where securlty considerations and special projects are factors;
but again this is where we pecome artists. We must rise above the straight,
easy, nice neat rules and understand that certain congiderations come into
being that exceed our own interests and therefore it does take a tremendous
talent to approach this question of history and archives properly. But approach
it we must, if we are going to do right by our Agency. We very definitely will
influence the imege, I think that that was the word usced here, of the Agency

in future historians and consequently ours cannot be a provincial approach. I
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don't have any neat formula. Again, this is for your talent and artistic abilities
as your officership comes into being. PFinally we come to the ultimate reason for
all of our efforts today, and that is a records retension plan. This has been
developed and worked on for many years. It 1s very important and we intend to
pursue it. The initial drafts are being prepared in our central staff for the
several directorates. These general and partial plans for the Records Retension
Plan will be coordinated, discussed with the directorate records menagement
officers; and with their contributions and assistance we will discuss them further
with the various officers in the directorates; and it is at this point that we
will undoubtedly need the assistance and experience of the historians. These
plans will be coordinated throughout the several offices, and there is no question
about it. There never has been. We in the central staff cannot do the total
Reténsion Plan. This requires the expertise and the knowledge of the officers,
whether they are records officers, historians, administrators, district officers,
security officers. We need the help of all officers, and they will all contribute
to identifying the records that are important and that should be retained for the
good of the Agency. This 1s good not only for historical purposes; it is good for
economical ressons and for efficiency. We simply must improve the guality of the
records that are retsined. We must clean out the records. We have 100,000 feet
of records in the Center. We have also destroyed 100,000 feet. We feel that
there is still more that should be cleaned ocut of there. In the last ten years
the officers have destroyed 260,000 feet of records, but they still have 230,000
feet on hand. These are the dimensions that we are talking gbout. There is a

lot of overlap. There is a need for identification in offices of records. There
ig need to clean out this material and yet we must be careful to fulfill the

legal requirement. We must protect the best interests of our persomnel. Their

" needs are to be protected; and consequently, besides the economical savings, we

are talking also about the efficiency of administrative operations so that we are
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going to go forward with this program. This will concern the records officers.
We will sppreciate the cooperation that we have grown accustomed to expecting
from the historians. We enjoyed it in the pasﬁ, and we look forward to it in
the future; and these are the responsibilities I have. I hope that we have
gotﬁen them across. 1 have done the best I could. Is there any question any-
where along the line where I have lost some of you? If not, I turn it over to
our coordinator. I would like to say that the program todey has been developed,
established, coordinated by _ from our office and are most 25X1A9%9a
sppreciative of this. I think he has done a wonderful Jjob.
Thank you. Just two words, please. If there are any of you who have not
turned in a card indicating their presence we would appreciate if you would do so.
Remember also please that there will be a speclal shuttle leaving for Rosslyn at
4:30. Now, do not confuse that one with the L4:20 shuttle. We are grateful,
certainly, for the participation of Mr. Banaman, Dr. Rhodes, Dr. Cempbell, and
_ Thank you very much. And also your participation without which we 25X1A9a

would have no program. Thank you very much ladies and gentlemen.
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